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Taking the Grief Out of Administrative 
Grievances Course Map 

�

Pre-Course 
Communications Check 
(Site Coordinators Only) 

Welcome and Review of 
Objectives 

What Is a Grievable 
Concern? 

The Informal Grievance 
Process 

The Formal Grievance 
Process 

Do’s and Don’ts of Handling 
Administrative Grievances 

Preventing the Grief of 
Administrative Grievances 

Wrap-Up 
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Available Forums

• EEO Process
• MSPB
• Administrative Grievance System

EEO Process

A complaint of discrimination 
because of race, color, religion, 

sex, national origin, age, or 
physical or mental handicap.

MSPB (Adverse Actions)

• Performance-based removal

• Reduction in grade

• Suspension over 14 days

• Furlough over 30 days

• Termination 

• Denials of within-grade salary increase

• Reduction-in-force action

• Denial of restoration or reemployment rights
�

�

�

�

�

What Type of Concern Is 
Grievable?

Any concern arising out of such 
matters as working conditions and 

relationships with supervisors, 
other employees, and officials, 

including allegations of coercion, 
reprisal, or retaliation.

Then?

Administrative grievances are 
handled entirely within the Bureau 

or Department and may not be 
appealed to external forums such 

as the Office of Personnel 
Management.

…Because…

A helpful key to evaluating a 
complaint is to use the word 

“because.”

e.g., “The employee feels that this 
practice is unfair because…”

�

�
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The Informal Grievance Process:  The 
Immediate Supervisor Decides 

Directly to Supervisor

• Employee may come directly to 
Supervisor with complaint

• Challenging, but non-threatening
• Employee should leave 

supervisor’s office feeling secure

Servicing Personnel Office

• Employee may contact his 
Servicing Personnel Office

• Employee will become informed 
about the avenues available for 
addressing his concern

Employee’s Options

• CORE
• EEO
• MSPB
• Administrative Grievance 

Procedure

�

�

�

CORE

• Alternative dispute resolution 
method

• Facilitates communication among 
disputing parties and encourages 
them to craft mutually beneficial 
resolutions to their conflicts

No Dual Processing

If the employee enters into the 
Administrative Grievance 

procedure and then initiates the 
grievance under another 

procedure, the employee’s 
grievance will not be processed 

further by the Administrative 
Grievance System.

Goal of the Department

To help him resolve his complaint 
quickly and maintain a good quality 

of work life.

�

�

�

The Informal Process:  4 Steps 

Informal Process

• Attempts to resolve the matter at 
the lowest level possible

• Parties with a vested interest in the 
matter have the opportunity to 
fashion a mutually acceptable 
resolution

• Broken down into 4 steps

Step 1

• Employee presents matter to 
immediate supervisor

• If grievance arises from relationship 
with or actions taken by immediate 
supervisor, then presents it to the 
next higher supervisor

Step 1

• Employee must present the 
grievance regarding a specific act 
or occurrence within 15 calendar 
days of that act or occurrence or 
the date the employee became 
aware of it

�

�
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The Informal Process, cont’d. 

Official Time

• Early in the process, the employee will 
probably be using official work time to 
address the grievance

• Employees are entitled to a 
“reasonable” amount of official time and 
travel without being charged leave or 
loss of pay to “present” the grievance

Official Time

• “Presenting” includes discussions 
with the immediate supervisor

• Immediate supervisor determines 
what is reasonable as impartially as 
possible

Representation

• Employee has the right to be 
accompanied and represented by a 
representative of his choice at any 
time during the process

• Designation of a representative has 
to be given to the supervisor in 
writing

�

�

�

Step 2

• Supervisor then seeks to reach a 
decision on the employee’s 
grievance by gathering facts, 
advice, and assistance from others 
where necessary

Step 3

• Within 7 days of employee’s presenting 
the grievance, the supervisor gives the 
decision to grant or not grant the relief 
requested

• If a decision cannot be made in 7 days 
supervisor asks the employee in writing 
for an extension of time

Decision Letter

• Informs the employee of the 
decision to grant or not to grant the 
relief requested

• Advises the employee of the 
participation of other supervisors or 
officials in reaching that decision

�

�

�

Decision Letter

• If the decision is to not grant the 
relief sought, it informs the 
employee that he has 5 days to 
submit the grievance for further 
consideration under formal 
procedures

Step 4

• Employee’s call
• If satisfied by the decision reached, 

the employee can accept it

Step 4

• If not satisfied or if the time limit for 
management expires without  a 
decision, then within 5 calendar 
days the employee can request 
further consideration of his 
grievance through the Formal 
Procedure

�

�
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Quiz:  True or False? 
6���������	�������	��������	����������	
����
��"������	��������
���������
������� ��B�����	
��
��
��<�

Scenario 1

Steve has a complaint about how his supervisor
is assigning overtime hours.  He believes that
others in the department are consistently
being offered the hours first, and that when
they have all turned down the opportunity the
time is being assigned to him, especially on
major holidays.  Steve believes the
supervisor is retaliating for a negative
supervisor evaluation that Steve turned in to
management.
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Caution

You cannot enter the 
FORMAL process 
without having first 
gone through the 

INFORMAL process!

�



� �6 ��� 	�� 	
��!	� ��	� !	� �� ���� ������ 	
��� ���� 	 	 ��� 	���

# � �	4 ��	7 8�( 8�( ( *		

The Formal Process:  The Deciding 
Official (Steps 1-4) 
���.������������ ������*�����
���������
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Step 1

• The employee submits the 
grievance to the Servicing 
Personnel Office

Step 2

• Personnel office reviews and within 
7 calendar days
– Rejects it for not being a grievable concern
– Rejects it for not being timely filed with 

good cause for delay 

Either….

• Returns it if informal adjustment 
was not sought first

• Returns it if nonpersonal or 
improper relief is sought

• Accepts it, establishes a grievance 
file, and sends it for consideration 
to a deciding official

�

�

Grievance File

• Important part of the process
• Subject to the Privacy Act and contains 

the documents related to the grievance
• Supervisors place in the file any 

documentation related to investigation 
during the informal stage

Grievance File

• The documentation then becomes 
important to the deciding official in 
the formal stage

• If necessary, the file is forwarded to 
the examiner

Step 3

• Employee’s grievance has been 
sent to deciding official

• Official has 20 calendar days to 
adjust and decide the grievance

�

�

Step 3

• If the official fails to meet the time limit, 
the employee would directly contact the 
Office of Hearing and Appeals to 
request further review by an examiner

• If the official disqualifies himself due to 
being a party at issue, the employee’s 
grievance would be sent to the next 
administrative level

Step 4

• Within the 20-day time limit, the 
deciding official reviews the 
employee’s grievance file and takes 
one of the following actions…

Actions

• Issues a written adjustment proposal to 
the employee or their representative, 
granting all or part of the requested 
relief or offering an alternative resolution

• Issues a negative determination in 
writing if an adjustment is deemed 
inappropriate

�

�
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Exercise:  Positive Benefits 
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The Formal Grievance Process:  The Examiner’s 
Inquiry (Steps 5-9) 
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Step 5

• The employee makes a request to 
the deciding official for review of his 
grievance by an examiner

Step 6

• The deciding official then has 7 
calendar days to contact the Chief 
Personnel Appeals Examiner at the 
Office of Hearings and Appeals

• Official will also forward copies of 
the grievance to the OHA and to 
the employee

Step 7

• An appointed examiner reviews the 
employee’s grievance file and 
within 21 calendar days of being 
assigned the grievance, conducts 
an inquiry to obtain additional facts 
necessary to make an accurate 
decision

�

Step 8

• The deciding official has 10 
calendar days from receiving the 
examiner’s report to take one of 3 
actions in writing… 

Actions

• Accept the examiner’s recommendation 
and issue a decision on the grievance, 
including further review rights, if 
applicable

• Grant the relief requested without 
regard to the examiner’s 
recommendation, including specific 
corrective action to be taken

Step 9

• Employee cannot request further 
review of grievance beyond this 
point, unless the grievance
– Has been rejected, canceled, or terminated 

without decision based on its merit by a 
deciding official

– Involves a loss of pay 
• e.g., due to suspension

�

Exercise:  Challenges and Strengths 
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Do’s and Don’ts of Handling 
Administrative Grievances 
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Preventing the Grief of Administrative Grievances 
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Exercise:  What Can You Do? 
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Appendix A:  Matters Not Covered by the 
Department’s Administrative Grievance 
Procedures (370 DM 771, 3.6) 
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Appendix A:  Matters Not Covered by the 
Department’s Administrative Grievance 
Procedures (370 DM 771, 3.6), cont’d. 
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Appendix B-1:  Sample Memo for Supervisory 
Summary of Verbal Informal Grievance 
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Appendix B-2:  Sample Memo for Extension of 
Time on Informal Grievance 
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Appendix B-3:  Sample Memo for Response on 
Informal Grievance (Decision Letter) 
-7��

@@>67(-9@ �
�><� � � ������(���"��
���"����������
���

I6>@ <� *� ���
�������� 	���=�
�������� ���7���������

*9:G?�<� 1��������=�
�������-��
�
����

�

1�����
���������
����������
����������L-7�M���7�����
�������	��-� ������������	��
1����
���=�
�������)���������"�1�	����B��������������������� ��������������
������"�
�	
�	�������������L-7�M��

7�����
�����������
����������
������"�������
�����	��������
���
����������������<�

#�� �

�

7�����
��������������
������"�����������,����
����	��<�

#��

�

7��������
��
�����������	�����������������������1�	��������	����	��������
������
�
��<�

#� L6*�7��1**9�O#M�

-?1*1>(�>(�1**9�O#<�

�

�

�	��������
�������� �������������
����������
���������1�����������������
��
����
�	��	��
���
����������"�������������
�������������
�������
����
�
����
�	
��%��������������
����
 ������	
�����
�
����������������7  �
������-� ���������� ��
�����������	�����
���������
�������
������
���������	������
�
��� ������������
��������������������	��-��
�
���
>��
�
������	�������"��������������
��������	����������������L(7@M"�� ������6����
����
* ��
��
��"����L7--6**M����	��� ������6����
����* ��
��
����
������
����������,���������
�����������
������"�������� �������������
���������� ���
�
��"������
�	
��B���������
����
 ������	����,������
����������������	��������
������
���<�



� �6 ��� 	�� 	
��!	� ��	� !	� �� ���� ������ 	
��� ���� 	 	 ��� 	���

# � �	4 ��	7 8�( 8�( ( *		

Appendix B-3:  Sample Memo for Response on 
Informal Grievance (Decision Letter), cont’d. 
�
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Appendix B-4:  Sample Memo Employee Request 
for Review of Grievance at the Formal Stage 
�
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 Employee 
Concern 

Not 
Grievable 

EEO or 
MSPB 

Employee 
Takes Concern 
to Supervisor, 
SPO or CORE 

Informal 
Grievance 

Process 

Employee Presents 
Grievance to 
Immediate 
Supervisor 

Employee 
Receives Decision 

Letter  

Employee 
Accepts 
Decision 

Employee 
Requests 
Further 
Review 

Formal 
Grievance 

Process Phase 
One 

Employee Presents 
Grievance to 

Servicing 
Personnel Office 

for Review 

SPO Rejects   It or 
Accepts It, Makes 

Grievance File, 
and Sends It to 

Deciding Official 

Employee 
Receives Decision 
Letter:  Adjustment 

Proposal or 
Negative 

Determination 

Employee 
Requests 
Further 
Review 

Employee 
Accepts 
Decision 

Formal 
Grievance 

Process Phase 
Two 

Deciding Official 
Contacts Office of 

Hearings and 
Appeals 

OHA Reviews 
Grievance and 

Assigns Examiner 

Examiner Inquiry, 
May Include 

Hearing 

Examiner Sends 
Report and 

Recommendation 
to Deciding 

Official 

Employee 
Receives Decision 
to Grant Relief or 

to Not Grant Relief 

Employee 
Accepts 
Decision 

Employee Has No 
Appeal Options 

Except in Special 
Cases  

Grievable 

The Administrative 
Grievance Process 

Fill in with the Time 
Limit in Number of 

Calendar Days 


